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Project Planning Course Outline 
 
Welcome to Project Planning, presented by the Corporation for National and Community 
Service in conjunction with Hands On Network. In this course, you will learn how to perform a 
community needs assessment, select a project, solidify financial and logistical plans, map the 
project, and detail the project plan so that you can implement a high-impact, well-managed 
project. We hope that your projects will be so successful that they keep volunteers coming back 
while simultaneously increasing your program’s ability to deliver services. 
  
In light of the upcoming National Days of Service (Martin Luther King, Jr. Day of Service, 
AmeriCorps Week, Global Youth Service Day) this course and supporting documentation will be 
very useful in developing and implementing a service project. 
 
 
Course Objectives 
This course was developed for national service programs to learn how to plan and implement 
high-impact, well-managed projects. The content in this course is organized into action-oriented 
sections that will help you work with the community to meet needs, effectively plan and manage 
projects, and develop a framework for projects.  
 
Upon completion of this course, you will be able to: 

 Work with the community to identify the community issues/needs 
 Discover avenues for finding a project 
 Plan a high-impact service project 
 Secure human, financial, and educational resources 
 Finalize the project plan 

  
 
Setup 

 Identify facilitator to lead individual/group training activity. 
 Encourage participation with setup and facilitation of the training activity. (Note: Give a 

National Service member the opportunity to present this activity as part of their own 
professional development and skill building.) 

 Training location: conference room, computer lab, or individual computer. 
 If presenting to a group, ensure that you have projection capability with the computer.  

Deliver course activity to a whole group or divide into groups or use individually. 
 The Course Outline and supporting worksheets can be provided to participants for 

discussion and as good take away resources. 
 At the end of each section there is a question and summary included that can be used 

for discussion purposes before moving to the next section. 
 An answer key for the “Check Your Understanding” questions at the end of each section 

is provided at the end of this outline.  
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To Access the Online Course: 
1. Login to the Online Learning Center, or create an account here, 

http://www.nationalserviceresources.org/online-courses.  
2. Go to http://learning.nationalserviceresources.org/, click on Browse Categories 
3. Under Course Categories, scroll down to Volunteer Leveraging and click on Project 

Planning 
4. Login to the site 
5. To launch the tutorial, click the link: Project Planning (Tutorial) 
6. Use the Back and Next arrows to navigate the course 
 
 
Project Planning (Tutorial): 
 
FOCUS ON YOUR COMMUNITY – Community Needs Assessment 
 
 
 
 
 
 
Finding the Needs 

Your national service program may already focus service efforts on a particular issue, such 
as homelessness. However, community needs assessment is still an important part of 
designing any service project. Assessing community needs can be as simple as taking a 
walk through your neighborhood or as complex as surveying the entire city. The important 
thing is to focus on the community when identifying what is needed. By working together 
with community members, you will build community awareness and help ensure community 
buy-in and support for your service efforts. 
  
Programs can use a variety of methods to assess community needs. You should select one 
that fits the program’s capacity and the scope of the volunteer effort. For a one-day project, 
you may want to choose an assessment technique that is less time-consuming. If you are 
committing to a long-term project, you will want to conduct an in-depth assessment to 
ensure that you are effectively utilizing your resources. 

  
Project Planning 

The following are some ideas for conducting a community needs assessment. 
 Brainstorm - Gather program staff, volunteers, and/or other community members to 

brainstorm community issues/needs. As a group, examine the causes and effects of the 
issue and then brainstorm potential projects to address the needs identified. 

 Community Dreams - As you meet and mingle with people living in the community 
you’re working with, ask them about the changes they would like to see happen. If they 
had unlimited resources, what would they like to change? How would they go about 
changing it? 

 Community Walk (Invite) - Hold a forum to collect information from community 
members about issues/needs. Ask them to offer suggestions for potential projects. 

 Survey - Conduct a formal or informal survey of community members to identify 
issues/needs. Surveys might include questions such as: What problems do you see in 
the community? What are the most pressing issues in the community right now? What 
types of service projects would be most beneficial for the community? List two things you 
want to change in the community. 

  

LEARNING OBJECTIVE 
In this section, we will explore the importance of community needs assessment and 
some ideas for identifying the needs in your community. 
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FOCUS ON YOUR COMMUNITY – Identifying Possible Projects 
 
 
 
 
 
 
Identifying Potential Projects 

In addition to using the findings from your completed community needs assessment, your 
national service program may have projects or partnerships with a specific CSO (Community 
Service Organization) already in mind. You can discover and develop potential volunteer 
projects through these methods: 

  
Request for Projects (RFP)  
 Putting out an RFP can be a great way to solicit projects for large-scale service events. 

This will help streamline project development processes by outlining all details of the 
potential project up front. (The RFP can be valuable in identifying partners whether those 
partners will receive financial support, from you or not.) 

 
Make Targeted Requests 
 Most projects have parameters such as timeframes, types of volunteers, issue areas 

impacted, or geography that will help narrow down project possibilities. As a result, not 
all CSO’s will be able to host all projects. Therefore, it is best to make personal, targeted 
requests to partners who are known to meet your project’s parameters. 

 
Respond to Volunteer Interests  
 Volunteers may express interests in particular types of volunteer tasks, such as painting, 

reading with children, or affecting particular issue areas (e.g., hunger, homelessness or 
HIV/AIDS).  

 
 At the end of the assessment process, you will probably have a long list of community 

issues, needs, and potential projects. Working with staff, community members, and 
others, you can then determine which ones will be the focus of your service efforts.  

 
Check Your Understanding 

Question 1: If using an RFP to identify possible volunteer projects, you should send it only 
to other community service organizations. 

 True  
 False 

  
Summary 

In this section, you examined ways to identify volunteer projects in your community. 
 
 
  

LEARNING OBJECTIVE  
In this section, we will examine ways to identify volunteer projects in your community. 
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NARROW YOUR SCOPE – Deciding on a Project 
 
 
 
 
 
 
Deciding on a Project 

In your community needs assessment, you identified a community issue on which you want 
to focus. Next, you will need to narrow the scope so you can plan and develop a project that 
is effective and manageable. Consider taking the following steps: 

  
Step One: Research the Issue 

The first step in narrowing your focus is to learn more about the issue or issues you 
identified in the community needs assessment. You need to find some statistics about the 
issue in your community, the background and underlying causes, and some ideas for 
projects to address the need. Research what groups—nonprofits, religious groups, 
neighborhood associations, etc.—are already working around this area. Are they meeting all 
the needs? If so, you may want to focus your efforts on another issue. However, it is more 
likely that they would be an ideal partner for your project. 

 
Step Two: Partner with a Local Community Service Organization (CSO) 

Once you know what groups in your community are working in a particular issue area, you 
can approach them about partnering for a project. They may already be one of your program 
partners, in which case you should have a good understanding of how your organizations 
will work together and the resources that each brings to the project. If they are a new 
partner, determine if they are a good fit for your program by reviewing their mission, the 
resources they offer to their partners, and the services they offer the community. 

 
Step Three: Conduct a Site Visit 

Schedule a time to visit the project site with at least one representative from your CSO 
partner. If possible, visit with key stakeholders and decision makers such as the volunteer 
coordinator and/or site maintenance staff. During the visit, ask questions that help you 
understand what the agency’s greatest needs are and the ways that ongoing or one-time 
volunteer support can have the greatest impact. While touring the site to review potential 
projects, keep in mind the elements of a successful project. During the site visit, you can 
explore ways to expand the project. Walk around the project site and view all areas that 
might not initially seem to be feasible project task areas (during the visit remember to 
evaluate disability accessibility). Be sure that you manage the expectations of the CSO 
contact person: 

 
 Help him/her to see both the possibilities and limitations of working on the 

prospective project. 
 Be clear about budget and time constraints. Do not “over promise” as you plan and 

develop the project. Promising more than you can deliver can hinder your ability to 
develop the best possible project.  

 
Be realistic in what you can deliver. 

  
Step Four: Decide on a Project 

Once you have assessed the needs of the community, researched the issue, contacted 
CSO partners, and visited the prospective service site, it’s time to decide on the project. 
Great variety exists among the many types of volunteer projects, so it is important to define 

LEARNING OBJECTIVE  
In this section, we will discuss ways to determine project possibilities from the many 
options identified during the community needs assessment phase. 
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your scope. The scope will dictate how large or small the project is, the intended impact, the 
duration, and the general theme of the project. When selecting a project, pay close attention 
to: 

 
 Required time/days to complete the project. 
 Overall project scope: Can the project be scaled up or down as needed? 
 Diversity: Can a broad spectrum of community members participate? 
 Overall cost of producing the project. 
 Weather impact: What happens in case of inclement weather? 
 Accessibility to building and facilities. 
 Amount and type of skilled labor needed. 

 
In addition, you should decide whether to plan a one-time, special-event project; an ongoing 
series of projects; or a combination. A one-day event could be a large project involving 
hundreds of people or it could be small group of volunteers working together on a service 
project for a day. Ongoing projects engage volunteers on a consistent basis, providing the 
opportunity for them to go beyond a one-time experience to more sustained community 
engagement over time. 

  
Now that you have selected the service project, it's time to develop the plan for how you will 
implement and manage it.  

 
Check Your Understanding 

Question 2: When planning a service project, identify potential partners by researching 
which local organizations are already working around a particular issue. 

 True 
 False 

  
Summary 

In this section, we discussed ways to determine specific project possibilities from the many 
options identified during the community needs assessment phase. 

  
 
MAP THE PROJECT – Creating Task Lists 
 
 
 
 
 
 
Establishing the Project Plan 

As you narrow the scope of your project and determine what you are going to do, you will 
need to formulate ideas for how you can achieve your goals. In order to have a successful 
service project, you have to plan well. You need to prepare for every detail — from the 
number of volunteers to the method of reflection. Map your project so that you work 
effectively, meet your goals, and make an impact on the community. 

  
Creating Task Lists 

Part of the planning process is determining the tasks involved in completing the project. 
Consider what you want to accomplish and the tasks needed. Then, create a 
comprehensive list of the assignments and the number of volunteers needed for each task. 
If there are multiple goals, prioritize them according to each task’s importance. This list will 
guide you as you recruit volunteers and plan the details of the day. 

LEARNING OBJECTIVE  
In this section, we will examine the importance of creating task lists and position 
descriptions to help you identify meaningful roles for volunteers. 



ServeNebraska/Project Planning Course Outline/Jan2013  6 
 

Volunteer Position Descriptions 
You may want to develop volunteer position descriptions for the tasks you outlined. The 
volunteer position description can be a very useful tool. It outlines responsibilities, support, 
and benefits of specific volunteer tasks and volunteer opportunities. It also strengthens your 
recruitment efforts because it defines the assignment, skills, abilities, and interests 
necessary to perform all tasks successfully. A volunteer position description should include 
the following components: 

 
 Title – Provide a descriptive title that gives the volunteer a sense of identity. This will 

also help program staff and other volunteers understand the assigned role. 
 Purpose/Objective – Use no more than two sentences to describe the specific 

purpose and function of the task. If possible, state the purpose in relation to the 
nonprofit’s mission and goals. 

 Location – Describe where the person will be working. 
 Key Responsibilities – List the primary objectives of the task. Clearly define what 

the volunteer is expected to do as part of this assignment. 
 Qualifications – Clearly list education, experience, knowledge, skills, and age 

requirements. Also note if the opportunity is accessible to people with disabilities. If a 
background check is required, it should be indicated here. 

 Time Commitment – Note the length of the assignment, hours per week, and/or 
other special requirements. 

 Training/Support Provided – Define the nature and length of all general and 
position-specific training required for the completion of the task. Also list resources 
and other support available to the volunteer. 

 Benefits – Describe benefits available to the volunteer, such as lunch, T-shirt, or 
professional development opportunities. 

 Volunteer Supervisor and Contact Information – List the staff person or volunteer 
task leader who will be working most directly with the volunteers assigned to this 
particular task. Make sure to include the task leader’s contact information. 

 
Additional Resources 

The following worksheets are designed to help plan your project.  (The worksheets are 
included with this course outline and available to download in the online course.) 

 Project Task List 
 Volunteer Position Description Worksheet 

  
Check Your Understanding 

Question 3: It is only necessary to develop position descriptions for volunteer leadership 
roles. 

 True 
 False 

  
Summary 

In this section, we examined the importance of creating task lists and position descriptions 
to help you identify meaningful roles for volunteers. 
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MAP THE PROJECT – Mapping the Project Plan 
 
 
 
 
 
 
Mapping the Project 

An important part of the project development process is determining the resources you need 
to complete the project, including human, material and financial, and educational. The 
project mapping tool worksheet will help you work through each of these areas. 

  
Human Resources 

You have already created a task list; now, determine the number of volunteers you need to 
complete these tasks. Establishing volunteer needs can be a challenge. Consider these 
variables: 

 Volunteer skill levels — Is the work appropriate for beginners or do you need more 
skilled volunteers? 

 Volunteer age — What is the age limit for the project? 
 Duration of project — What is the time commitment required? 
 Availability of supplies — Will you have enough supplies so that every volunteer 

has the necessary tools to be occupied throughout the project? 
 Physical space available to perform the work — How large is the service site? 

How many people can comfortably work there? 
 
Material & Financial Resources 

In addition to assessing your volunteer needs, you will also need to address your tangible 
resource needs. Determine what supplies, materials, goods, and services you need in order 
to complete your project. With your project partners, strategize about the types and amounts 
of resources that are needed. Make your list as comprehensive as possible, including 
resources for every aspect of the project from nametags and refreshments for volunteers to 
tools and restroom facilities. 
  
You will be able to work with your project partners as well as your national service program 
partners to secure many of the resources at no cost. In addition, think about businesses, 
community members, and other organizations. What resources can they offer to help you 
carry out the project? Consider things such as supplies, meeting space for volunteer 
orientation, printing of marketing materials, and consulting/professional services. 

 
While in-kind contributions will help you complete the project, some items will require 
financial resources. As you list the supplies and materials needed for the project, note the 
ones that you will need to pay for. How many financial resources will you need to cover 
these expenses? 

 
Educational Resources 

You will need to consider how you will orient and train the volunteers working on the project. 
In order for your volunteers to be an effective part of the project, they need to understand 
the issue that the project addresses and the impact it will make on the community. Volunteer 
orientation can be conducted prior to the project or included as part of the events on the 
actual day of service. 
  
Orientation should include a brief overview of the CSO’s mission and services and how 
volunteer support is contributing to that mission. To incorporate service learning into the 

LEARNING OBJECTIVE  
In this section, we will explore the necessary components of a successful volunteer 
project. 
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project, discuss the community issue that is being addressed by the agency and/or the 
project. A brief history of the issue, current statistics, current events related to the issue area 
(e.g., legislation activity), and other civic engagement opportunities linked to this issue 
(advocacy training, future service projects) are all extremely helpful in educating volunteers. 
Orientation should also include an outline of the project and what volunteers will be doing 
during the project, so that everyone knows what to expect and what is expected of them. 

  
The orientation and education portion of the project has many positive impacts on 
volunteers. It allows them to: 

 See the impact they are having on the agency and its clients. 
 Feel a greater part of a whole, when they see all the services the agency provides. 
 Better understand the critical needs of the community. 
 Better understand how to effect change within the issue area being addressed. 

 
In addition to orientation, you may need to train volunteers for the work they will be doing. 
You may recruit volunteers who already have the necessary skills; however, many 
volunteers will need some instruction. If volunteers are prepared for the project, they will feel 
more comfortable with the work, the project will run more smoothly, and your team is more 
likely to achieve its goals for the project. 

 
Plan for what resources you need in order to orient and train the volunteers to the project.  
Consider these things:  

 Time — When will you conduct the orientation and training? How much time will you 
need? Will you need to conduct more than one training session? 

 Location — Will orientation and training be held at the service site or another 
location? Do you need a large space, chairs, tables, electricity?  What 
accommodations are needed for those that are disabled? 

 Facilitators — Can staff lead orientation and training or will you need another trainer 
with project-specific skills? Is on-site training required and, if so, who will lead it? In 
addition, you will need someone from the partner agency to speak to volunteers 
about the mission of the CSO, challenges they are facing, how the project will impact 
the organization, and how volunteers can become involved on an on-going basis. 
Instructional materials — Will you need printed materials, a PowerPoint presentation, 
or on-line training? 

  
Check Your Understanding 

Question 4: In-kind donations can include products and services from local businesses. 
 True 
 False 

  
Additional Resources 

The following worksheets are designed to help plan your project.  (The worksheets are 
included with this course outline and available to download in the online course.) 

 Project Mapping Worksheet 
 Project Supply List 
 Budget Worksheet 

 
Summary 

In this section, we explored the necessary components of a successful volunteer project. 
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SECURE RESOURCES – Securing the Resources 
 
 
 
 
 
 
Recruiting Volunteers 

To successfully complete your project, you will need volunteers. If you have too few 
participants, the project will likely go unfinished. If you have too many volunteers, some will 
have little to do and might feel that their time was ill spent. You have already created a task 
matrix and determined the number of volunteers you need to fill specific positions. Now it’s 
time to recruit them!  
 
When recruiting volunteers, remember that the personal ask is always the most compelling! 
Consider using volunteers from a partner agency, or approach other groups such as unions, 
sororities/fraternities, civic organizations, teacher’s associations, or independent living 
homes. You can also display recruitment information through the internet, newspapers, local 
fairs, schools, community bulletin boards, restaurants, and other interesting places. 
  
Volunteers come in all shapes and sizes: male or female, child or adult, those with 
disabilities or those without disabilities, various races, religions, sexual orientations, and 
income brackets. Not all volunteers look the same! Not all types of volunteering will appeal 
to all people, so have diverse volunteering opportunities available and target recruitment in 
ways that will appeal to different groups. 

 
Securing Funding, Products, and Services 

You can obtain funding, products, and/or services for your project in several ways. Grants, 
gifts, and in-kind donations are great ways to get support from individuals, corporations, and 
community organizations. Contact businesses in your neighborhood or companies that 
already have a connection to your clients or mission. Don't be afraid to get creative! 
Businesses or churches can offer meeting space. Colleges can offer research on the 
community. Foundations can support the staff needed to oversee the project. Neighborhood 
associations can help with community outreach. Look around your community and identify a 
variety of sources that might meet your needs. 
  

The Ask Strategy 
Develop a strategy for approaching a group or business about donating money, services, or 
in-kind goods. Identify the correct people to contact and make a targeted request that 
appeals to their needs/wants. Map out a case for support that expresses why the project is 
important, the impact it will create, your team’s ability to complete the project, and how the 
group/business can be a part of the effort. Be specific about what you need from them, 
whether it is funds to purchase a certain item, three hours of consulting time on a particular 
topic, or contacts to other like-minded organizations that might want to be involved. 

  
Prepare your strategy and then ASK! Make connections that count! Here are some tips: 

 Start with people you know (family, friends, neighbors, co-workers). 
 Ask people you know to engage their friends to support your project. 
 Partner with associations and institutions in your community. Businesses, nonprofits, 

community centers, colleges, and neighborhood associations can also help you recruit 
participants, secure donations, obtain meeting space, etc. 

 Talk personally with people to “sell” your project and get their support. 
 Know what you need and ask people how they can contribute. 

LEARNING OBJECTIVE  
In this section, we will review methods of securing the resources needed for a successful 
volunteer project. 
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 Publicize your project in local newspapers, websites, and newsletters. 
  
Get Creative! 

Try creative outreach, such as posting flyers or hosting outreach stations at local corner 
stores, bus stops, fast food spots, or other informal gathering places. 

  
Planning for Orientation and Training 

During the project mapping phase you planned your orientation and training and identified 
the resources you need. Look at the list of partners and potential partners and determine 
what resources they can offer for orientation and training. Consider asking for meeting 
space, printing of materials, or experts to facilitate training. Don’t forget to include 
representatives from the CSO to share about the agency and the impact the project will 
have on the community. 

  
You have planned your project and identified and secured the resources you need to 
complete it. As the day of the project approaches, it’s time to finalize your plans.  
 

Check Your Understanding 
Question 5: Friends and family can be a good source of volunteers, funding, products, and 
services. 

 True 
 False 

  
Summary 

In this section, we reviewed some methods of securing the resources needed for a 
successful volunteer project. 
 

 
FINALIZE YOUR PROJECT PLAN – Finalizing the Project Plan 
  
 
 
 
 
 
Finalizing the Project Plan 

In the weeks before the event, you will need to iron out any kinks and confirm that all 
aspects of the project are ready to go. 

 Address Questions and Concerns — If you do not think a project/task is feasible 
or if you have questions or concerns, be sure to discuss any changes that you feel 
need to be made with your team and partners. 

 
 Finalize the Task Matrix — If necessary, make additional visits to the service site in 

order to finalize the task matrix and to ensure that you are prepared to run a 
successful project. Be sure to stay in contact with your partners about details for the 
project. 

 
 Meet with Project Leaders — Meet with the staff and volunteers who will be leading 

the project to make sure everyone is comfortable with the scope of the project and 
understands the plan. Leaders should also be familiar with the layout of the site and 
emergency procedures. Utilize your leaders to delegate tasks within the groups. 

 

LEARNING OBJECTIVE  
In this section, we will discuss how identifying last-minute details are an important part of 
your project planning process. 
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 Review the Schedule — Review the project schedule with the staff at the service 
site. Discuss the time the facility needs to be opened on the day of the event. If the 
facility isn’t usually open on that day, get the name and contact information for the 
person who will let you in. 

 
 Implement a PR and Media Plan (if necessary) — If PR and media attention are 

important to the project, begin working with communications contacts early so they 
can develop and implement a strategy to seek coverage for your project. You will 
want to make sure you’ve assigned a media spokesperson to be at the service site 
and that he/she is armed with media kits and talking points. 

 
 Review the Documentation — Review any documentation needed for the event, 

such as the project plan, the task lists, volunteer contact sheets, etc. 
 
 Confirm All Tools and Materials — Confirm that all tools and materials have been 

secured and are ready to be taken to the project site. Obtain any over-looked items. 
Make sure you’ve thought through all the cleaning supplies you might need. Extra 
work gloves and trash bags are always a good idea! 

 
 Review the Reflection Activity Plan — Confirm the plans for reflection you made 

during step three. Make sure that you have scheduled time for reflection and have 
the necessary information to lead an engaging, thought-provoking discussion about 
the issue or CSO. Be sure to include a challenge to be involved on an ongoing basis 
with the CSO. 

 
 Secure Food and Beverages — Confirm plans for ample refreshments at the 

project site. Don’t forget to plan for plates, napkins, cups, utensils, ice, etc. 
 
 Check, Double-check, and Triple-check! — Don’t leave anything to chance. It’s 

better to confirm a detail twice than to assume someone else will do it. Ask your 
project leaders to review details. If someone agrees to be responsible for any 
materials, follow up with an e-mail. Stay in touch with partners/donors who are 
providing financial or in-kind resources to make sure you have everything you need 
before the day of the project. 

 
 Conduct Final Planning Meetings — Meet with your project leaders to ensure 

everyone is confident about all project details. 
 
 Create a Call List — Exchange cell phone numbers with all key contacts if you have 

not already done so. You may also want to secure walkie-talkies for the day of the 
project. 

 
 Make Final Calls — Make any final calls to project-specific contacts, such as 

landscapers, media contacts, etc. 
 
 Identify a Bilingual Speaker (if necessary) — You want all volunteers to have a 

meaningful experience, so make sure you have the language capabilities to 
communicate with each volunteer. 

 
 Confirm Presence of VIPs (if any are attending the project) — Decide how you 

want to greet them and give them a tour of the site and the work taking place. 
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 Reserve Materials for Project Stations — Make sure you will have table and chairs 
for a volunteer registration area at the service site so volunteers can sign in. You 
may also want to have a water/refreshment station, a first aid station, and/or a media 
desk. 

 
 Pack a Project Kit — Pack a kit with materials you will need to facilitate the project: 

sign-in sheets, evaluations, pens, markers, tape, poster board, rope/bungee cords, 
paper, clipboards, and nametags. You will need these things for registration, to take 
notes, to make signs (directions to water, bathrooms, etc.), to hang banners, and to 
handle little details of the day. You may also want to bring handouts about the next 
volunteer opportunity. 

 
 Secure Trash Containers — Make sure there will be ample trashcans and recycling 

bins with bin liners. 
 
 Encourage Fun — Consider bringing a CD player to play music and create a fun, 

energizing atmosphere. One fun idea would be to have a local radio station 
broadcast live from the site, thus providing music and promotion for the event. 

 
Planning for Safety 

Ensuring the safety of life and property is critical. By reviewing the project for possible 
hazards and educating volunteers about safety, program staff will reduce the chance of 
someone getting hurt. 

  
Review the safety/emergency plan with your project leaders. Know of all nearby emergency 
exits, first-aid kits, and/or automated external difibulators (AEDs). Assign a safety point 
person for the day of the event. Always have a first-aid kit on hand and a phone to call 911 if 
necessary. 

 
Contingency Planning 

Always plan for the worst-case scenario. Play devil’s advocate as you analyze the 
possibilities of what could go wrong. Record the strategy to handle the problems. When you 
plan ahead for a problem, you can handle it with minimal disruption and cost. The key is to 
not only think about what to do before you need to do it, but to also know whom you need to 
contact and have their phone numbers readily available.  

 
Create contingency plans for weather (rain, extreme heat or cold, etc.) and other problems 
that can be anticipated. Another problem could be varying numbers of volunteers. What will 
you do if you have too many or too few volunteers for the project you planned? 

  
During step three, when you visited the service site, you made a list of all the potential 
projects. Later, you created a task list and prioritized the jobs to be done. If you have fewer 
volunteers than you anticipated, use this list to determine which tasks are the most 
important and can be finished by a small group so that the volunteers have a sense of 
accomplishment at the end of the project. If you have more volunteers than you planned for, 
look farther down the list for more tasks to be completed. 
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Check Your Understanding 
Question 6: Your project call list should include phone numbers for: 

1. Volunteers serving in leadership roles 
2. Program staff involved in the project 
3. Someone who can unlock doors at the service site 
4. The vendor(s) for food, beverages, and project supplies 
5. All of the above 

  
Summary 

In this section, we discussed how identifying last-minute details is an important part of your 
project planning process. 

 
 
FINALIZE THE PROJECT PLAN – Volunteer Communication 
 
 
 
 
 
 
Pre-project Communication 

Once you have begun recruiting volunteers, you may want to consider pre-registering 
volunteers. Pre-registration can be as simple as providing a contact name, number, and/or 
e-mail address where volunteers can sign up. If volunteers pre-register, you will be able to 
contact them about project details and also discuss with them the skills, supplies, or friends 
they might also bring to the project. 
  
Prior to the event, check with volunteers and make sure that all special needs (medical or 
otherwise) have been addressed and/or met. Also, keep the commitments you make. 
People will not support you if you don’t provide information requested, address issues they 
bring up, and/or miss scheduled appointments. 
  
Try to have continual contact with your volunteers. Keeping volunteers motivated and 
excited about your project is the best guarantee for success! The more contact you provide, 
the more engaged your volunteers will be, and the more motivated they will be when they 
arrive. Also, respond to people’s inquiries in a timely and thorough manner. 

  
Course Summary 

Careful planning is critical to the success of your service project. By working with the 
community instead of for the community, you will identify true needs and issues to address 
through service. Thorough research of the issue will lead you to community partners and a 
service project that can make a strong impact. After mapping out the details and the 
resources needed for the project, you will be able to work with individuals, groups, and 
businesses to recruit volunteers and secure the other resources. Then, examine the tiny 
details that make a real difference to the project, gather for the service event, and work to 
change your community. 

  
 
If you have questions regarding this course please contact: 
Kimberle Hall 
ServeNebraska Training Program Officer 
402-471-6228 
Kim.hall@nebraska.gov 
   

LEARNING OBJECTIVE  
In this section, we will discuss important things to remember about communicating with 
volunteers prior to their service. 
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Project Planning Course Outline 
 
Check Your Understanding Questions – Answer Key 
 
Focus on Your Community – Identifying Possible Projects 

1) Question 1: If using an RFP to identify possible volunteer projects, you should send it 
only to other community service organizations. 

 
 Answer: False - You might also consider sending the RFP to schools, government 
 agencies (such as Parks and Recreation) or others who could partner with you to 
 engage volunteers in the community. 
 

Narrow Your Scope – Deciding on a Project 
2) Question 2: When planning a service project, identify potential partners by researching 

which local organizations are already working around a particular issue. 
 
 Answer: True - Other organizations that are interested in the same community issue 
 can make great partners for your project. 
 

Map the Project – Creating Task Lists 
3) Questions 3: It is only necessary to develop position descriptions for volunteer 

leadership roles.  
 

Answer: False - It is a good idea to develop position descriptions for all volunteer roles; 
this provides clarity and a sense of ownership for each position. 
 

Map the Project – Mapping the Project Plan 
4) Question 4: In-kind donations can include products and services from local businesses. 
 
 Answer: True - Correct! 
 

Secure Resources – Securing the Resources 
5) Question 5: Friends and family can be a good source of volunteers, funding, products, 

and services.  
 
 Answer: True - Family and friends are always great resources for a volunteer project. 
 However, you shouldn't rely solely on them. Reach out and ask others to be involved in 
 your project, too! 

 
Finalize Your Project Plan – Finalizing the Project Plan 

6) Question 6: Your project call list should include phone numbers for: 
1) Volunteers serving in leadership roles 
2) Program staff involved in the project 
3) Someone who can unlock doors at the service site 
4) The vendor(s) for food, beverages, and project supplies 
5) All of the above 

 
 Answer: All of the above - Volunteers serving in leadership roles; Program staff 
 involved in the project; Someone who can unlock doors at the service site; The 
 vendor(s) for food, beverages, and project supplies 

 


